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TRIRIGAFACILITIES MANAGEMENT SERVICE TEEH

Purpose

This training guide covers the use of IBM TRIRIGA, dasdul Fatities Management application that
supports facility operations and maintenance, project managensacereservation site planning,
and contract managemenYouwill learn how to complete processes for the generation and
management of work tasks, buildj systems and equipment, reports and forecasts of occupancy,
condition assessments, dé@ improvements, and contracts.

In this training guide, you will;

A Review Facilities Management foundational knowledge

A Identify the setup and configation of projects and portfolio objects

A Perform common operations functions

A Review the available reports in TRIRIGA

Foundational Knowledge

Learning Objectives
In this lesson, you will:

A Examine the basic functionality of TRIRIGA

Lesson Overview

This lessoiis an introduction to some of the key features and functionality of the TRIRIGA application
platform. An overview of the integration between TRIRIS#zona Procurement PortéAPP), and
Arizona Financial Information System (AFIS) is presented ingbanleThis lesson also introduces the
workflow process and the use of templates to aid in the creation of new forms.

TRIRIGA is an Integrated Workplace Management System (IWMS) that integrates real estate, capital
projects, facilitiesoperations, portfolio data, and energy management in a single web platform. Each of
these components is presented as a portal that contains all of the related tables, forms, and menus for
that business function. TRIRIGA also provides the ability tdaetewith AFIS for accounting and APP

for purchasing. User roles play a key part in the software interface by controlling what portals and pages
you can access.

TRIRIGA provides the ability to manage capital, facility, and real estgéetstol RIRIGA can be used to
identify funding priorities within capital programs, analyze project risk and financial benefits, and
automate project management controls and alerts.
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Managing Project

A project is defined by its general information, the teemambers, the scope, a schedule, and a budget.
The general information identifies the name, type, and address and client information for the project. A
project can also contain subprojects called Child Projects. The team members are defined as project
Contcts and must be assigned a project role. The scope defines all of the work being performed by the
project. A project schedule can be broken down into tasks that can be tracked from start to finish. The
project budget can be defined to enable the trackaigxpenses incurred by the project and forecasting

of potential changes to the project cost.

Managing projects in TRIRIGA is done by switching to the Project component in the top right of the
screen. Existing projects can be searched and selected bipgltble Select Project magnifying glass
icon.

Company @ Project

© Export 13totalfound  ApplyFilters Clear Filters Show: |30 WV
ID Date Name Status
‘Cont‘a}'ns | |Equals ‘ ‘Contams | |Con[‘a}'ns |
() 1000906 12/11/2014 999 Training Capital Project - DP Completed
) 1000907 12/15/2014 15 Training Capital Project Completed
' 1000908 12/15/2014 08 training capital project Completed
() 1000909 12/15/2014 01 Training Capital Project Completed
) 1000910 12/15/2014 02 Training Capital Project Completed

Approvals ensure that created and modified records meet the defined business requirements. Approvals
can be created to automatically escalate records to defined approvers. Users caatdelpgrovals,

check the resolved actions of an approval, and add manual approvers. Any time an event occurs that
GNAIISNAE +y FLIWINBGLIEZ Iy FOOGA2Yy AGSY FLIWSHFNR 2V
return, request clarification, reassign, escalate the record.

Approval Notifications

The Notifications tab is used to create notifications that send an email to recipients each time the status
of a record changes. For example, a notification can be sent to management whenever a purchase order
isissued. The process involves creating the notification content and then creating the notification
requirements. The natification requirement could be defined such that any purchase order with a status
change of Draft to Needs Approval must be sent torttenager of the person who created the

purchase order. Users can opt out of receiving natifications in their profile options and subscribe to
notifications from a record that they want to receive notifications about.
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Home » General Repairs o Print g OpeninNew Window  # Add to Bookmarks  # My Bookmarks.
[ 1 e JROSTOO e et | st | o v | bt | i s Couomi) (sive) Csmve 8 i (o= (1)
{Optional): Review Approval Routing and §tatus Changes Notification.
© Approval Routing Rules Add People
© Bport 1 total found Showe | 10 v
#  Person Role Use Roles From Review Type
] 1 Dave Powers Required Review
© Approval Reviews
© Export 1 total found Show: | 10V
0 | Approval Status # Person Review Status Sent Completed Comment Resolved Review Type
O Pending 0
B Status Change Notification Add Status

© 0 total found Show: |10 W

] ! OnsStatus Person Role Sent
No data to display

© Response Log

@ 0total found Shows | 10 ™

1 | FirstName LastName Organization Name Date
Mo data to display

[_submit | _save ] [save & Close | [ More 4 ] [x_

Operation Functions

Learning Objective
In this lesson, you will:

A Identify the process involved in performing work tasks

Lesson Overview

This lesson examines the operational functions available in TRIRIGA for the management of assets,
maintenance plans, and work tasks using portfolios. A Blartfs a central store of asset, location, and
other records used throughout the system. Assets and specifications allow you to track and maintain
detailed records for all owned equipment. These assets can be maintained by performing regularly
scheduled ad asneeded maintenance work tasks.

TRIRIGA supports the creation and tracking of corrective maintenance work tasks. You can issue
corrective maintenance work tasks by:

A Using the selervice functions to create the workquest in TRIRIGA
A Receiving a request over the phone, creating work request in TRIRIGA
A Creating work tasks, bypassing a work request, directly by a user with appropriate access.

SelfService Work Requests

A work request can be initiated using sséfrvicefunctions, allowing employees to report maintenance
related issuesThe requestor can complete amline form to enter the requesiThe request form

prompts the user for the description, locatipandtype. The system sends a notification message to the
requestor confirming receipt of the request and provides the requestor with a portal view to monitor
the status of the submitted requesthe next step is to create the work task.
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Phone Work Requests

As an alternative to the se$fervice request entry mettd) employees may report maintenancelated
issues by contacting a centralized call center grdine call center can rewe the request by phone or
e-mail. While fielding the request, the call center can dowent the request in the systemith
information includingthe requestor name, description, locatipandtype. The call center option may
alsobe used for emergency requesisin scenarios where the requestor does not have access to the
system.Once the request is submitted, the system creates akwask.The system sends a notification
message to the requestor confirming receipt of the requé@sienext step is to create the work task.

Work Request Approval and Work Request Creation

If the maintenance process is initiated using a request, thenasgapproval can be utilized to ensure
that the work request is aligned with departmental policies, goals, and bud@eatse the request is
submitted by the requestor, department users are assigned to valitieteequest scope and priority by
reviewing awl approving request record informatiofhe approver may make modifications to the
request as necessary prito approval, or request cldication from the submitterlf, after making
updates orreceving additional informationthe approver determineghat the request is not valid or
does not aligriwith the department needs he record is rejected and the process entise requestor

will be notified that their request has been rejectdfithe approver determines the request is valid, the
record is approgd.

Once a work request is submitted, the system will automatically generate the work task required to
resolve the requestApproval of the request is optional and can be enabled to prevent creation of a
work task without request approval.

Work Tasks

Faciities groups may proactively identify maintenance related issues during routine building
walkthroughs or during the performance of unrelated maintenance wiglkintenance team members
are authorized to bypass the request process and enter work tasks By#tem directly.

If the maintenance process is initiated using a work task directly, then request approval can be utilized
to ensure that the new work task is aligned with departmental policies, goals, and bu@gets the

task is submitted by the techrian, users are assigned to validéte task scope and priority by

reviewing and approving task record informatidine approver may make modifications to the request
as necessary for to approval, or request ddication from the submitterlf, after making updates or
receving additional informationthe approver determinethat the request is not valid or does not align
with the department needs, the record is rejected and the process efusrequestor will be notified

that their request has been jected. If the approver determines the task is valid, the record is approved
and the process continues

Request Types
Some of the request types that TRIRIGA supports include:

A Electrical and Lighting
Equipment Service
Exterior Services
Fixture and Furniture

> > >
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General Repairs
Housekeeping
Interior Services
Key Request
Plumbing and Leaks
Security
Temperature

>y >y > D

The Requests portal is used to issue, manage, and track the various requests for corrective maintenance
in TRIRIGA. Ya@an create sel§ervice requests for a variety of repairs and services.

In the Requests Portal, the Submit Request action in the RelateddRéguests section displays the

types of requests that you can created. Selecting the type of request frommémel on the left will

ONBIGS GKS FT2N)¥ dzaSR G2 O02YLX SGS GKS NBljdSSade [ S
-M. 1BM TRIRIGA Cnmpany_ D;ta Copany Project @

/

Home | My Reports Requests Projects | Tasks | Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Portfolio | Tools

Manage Requests w | Contact Center w | Surveys | My Requests | Find Space | SetUp

Home * Requests “\, Personalize [y Open InNew Window  ® Add toBookmarks ~ # My Bookmarks
@ Reminders - Requests. = & B My Active Requests. = &
v Notices Request ID Request Classification Description Created Date/Time
0 - Action ftems [ No data to display.
1 - Notifications
B Requests Pending Approval =&
¥ Requests (Agprave ) [ Resssion | [ Reguest larification | =)
0 - My Active Requests [§
0 Pending A @ Task Task  Service Work Actual Planned Start Planned End Actual Actual Percent
- Requests Pending Approval Name D Assignment Class  Location Status Start (Respond Date) (Due Date) End Complete
0 - My Pending Surveys No data to display.
< >
B Performance Metrics - Requests =
& My Request History = &
© Customer Satisfaction Request ID Created Date/Time Service Requested Description Requested For Status
© 0n-Time Service Responsiveness (%) @ 1000034 04/19/2015 16:47:03 General Repairs Broken Door Handle Student 4 Draft
4 On-Target Service Costs (%) &
@ Callback Index B My Survey Requests 1]
Request ID Created Date/Time Description Requested For Building Floor Room Status
B Related Links - Requests @& Nodatato display.
Document Manager @ My Pending Survey Responses = &
v Tasks Retire
Monitor Tasks @ Survey Request Survey Survey Recipient Survey Sent Requested Requested For
Assign Tasks & D D Recipient Organization Date For Organization Status
v Requests No data to display.
Submit Request @
Survey Request @ @ My Survey Responses History = &8
Reservation Survey Request & Survey Request Survey Survey Recipient Survey Sent Requested Requested For
ID ID Recipient ‘Organization Date For Organization Status
No data to display.

General Repairs
In the General Repairs form, select who the request is for, either Me or Someone Else. For Someone Else
enter the contact informdbn for the person the request is for.

(Instruction): To submit a General Repairs request, complete the form below then click Submit.

i ® me
# Request is for

_) Someone Else
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Request Details
In the Request Details section, check the Emergency box if immediate service is required. Then enter the
Building, Floor, Room, and Organization values as appropriate for the request.

B Request Details Select From Floor Plan

Emergency, immediate service required [ |

# Building |

Floor |

| £

e
Room | [Pl

L €

# Organization |

Describe YauRequest
Enter a description of the repairs or issue in the Describe Your Request section.

Other Sections

If the request is applicable to more than one Location, add locations by selecting the Find action. Select
any Assets that the request is associatgth. Enter any additional information in the Comments

section and attach any documentation using the Upload action in the Related Documents section.

Save and Submit

When data entry is complete, the Create Draft button is used to save the request andbtimt Button

is used to submit the request. Users will see the status of their request in the Manage Requests portal.
Requests will be listed in the My Request History section.

The Requests > Contact Center is used torceoequests received by phone, email or other offline
communication. On the Contact Center form, a call center user completes the necessary information for
the request and then clicks Next Call to submit the request.
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- ———

IEF. BMTRIRIGA Company Data Company = Project ®

Home | My Reports Requests Projects | Tasks | Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Pertfolio | Tools

Manage Requests v | Contact Center + || Surveys | My Requests | Find Space | Set Up w

Home * Requests * Contact Center “\, Personalize |y OpeninNew Window ® Add toBookmarks % My Bookmarks
B Contact Center = &
Contact Center: P Add To Bookmarks i1 Print @ Help
oo 1sicm | Viork Flow Instanco Nest Cail] (]
(Required): Contact Center Details
O Contact Center View
(O Location Centric
% Contact Center View —
(®) person Centric
8 General Y -
Direction | nbound v G ication Type |Phone v
— — @ General
* By | Fel>]
First Name Last Name:
* Requested For | [Fel>]
Organization
Start Time 04/19/2015 18:55:45 Call End Time .
Work Location
74 EndCall Resolved During Call
G ool esolved During Call ] Problem Location
Agent N Student 4
Agent lame Studen Functional Role
Email
Work Phone
Work Fax
Time Zone
® Problem Clear (1) | Find Enti el (IS SIWENE Problem Location
Request Classification | Jel ]
@ Problem Asset Remove Asset
Service Class | I
v
Problem Description © 0ot found show: | 10
Warran Ownershi
Status L4 P Asset Asset ‘Warranty Owne
(! Status Status Status
Color D Name Status Status
Color Color
© MNon Billable No data to display
&, Dispatch Required
Requests. m Related Communication | Follow Up
8 Requests Find Duplicates (d) |Remove
9 0 toal found Show: |10V o

Contact Center View
In most cases, th€ontact Center View should be left as the default Person Centric which will configure
the form to logically record data entry based on a person making the request.

General

In the General section enter values for Requested By and Requested For (if sabttbe Both fields

are required and the Requested For field will inherit the value from the Requested By field. These fields
also populate the content of the General and Primary LocatioAnsebus. Select a Communication

Type from the list, Fax, Mail, ohéne.

Problem
In the Problem section, complete the following fields:

A Request Classification
A Service Class

A Problem Description

The assigned Request Classification will determine the Service Plan used for routing the request.
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Locations
In the Locations sutmenu, assign any locations related to the request by selecting from the available
items in the list. Click the radio button to add a location to the request record.

Assets
In the Assets sulmenu, assign any assets related to the request by selectingtiieravailable items in
the list. Click the radio button to add an asset to the request record.

Submit the Request

Clicking Next Call will create the request. Requests created by the Contact Center form behave the same
as requests created in Request Centrsihg the selservice form. If the request is approved, it is used

to generate a work order or a project, as appropriate to solve the request.

A facilities manager should review requests before creating work tasks. Requests can be ravidgsed
Notices > Notifications page in the Reminders section of the Requests page. In the Actions section,
managers can approve, escalate, or reassign the request. They can also request clarification for the
request. After review, if the request is valtle manager can approve the request. If necessary, a
comment can also be entered for the approval.

B Reminders - Requests = &

¥ Notices
0 - Action ltems &
1 - Notifications &
¥ Requests
0 - My Active Requests [§
0 - Requests Pending Approval (&
0 - My Pending Surveys [&
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When a Work Request is approved, an associated Work Task is created. Work Tasks are automatically
created with the information fronthe Work Request. Work Tasks can be viewed in the Tasks > Manage
Tasks portal using the Work Tasks option. Work Tasks can be filtered and sorted to find desired tasks.
Clicking on a task will display the details of the task for review.

'M. IBM TRIRIGA Company Data' Company | Project ®

Home | MyReports | Requests | Projects Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Portfolio | Tools

Manage Resources | Assign Tasks w | Manage Tasks + | My Tasks | My Qualifications | Time Sheets | Procedures w | Set Up w | Accident Report

Home > Tasks > Manage Tasks \ Personalize [ OpeninNew Window [ Add to Bookmarks W My Bookmarks
) Reminders - Manage Tasks B BMo s Active Tasks o1~
) Notices 1 Task ID Task Name Request Class Priority Requested By Building Floor Work Location Due Date
b My Team's Tasks No data to display.
» My Tasks 2 2
B All Tasks = &
B Performance Metrics - Manage Tasks ol
b My Team's Tasks I Task D Task Name Request Class Priority Requested By Building Floor Work Location Due Date
} My Tasks No data to display.
< >
B Related Links - Manage Tasks B8 @ Llocate o))
Monitor Tasks (&
Assign Tasks (Locate People, Rooms, and Equipment on Floor Plans. Locate Buildings, Structures, and Retail Locations on a GIS map):
Dispatch Tasks What are you looking for? |:|E
» Time Sheets [E [Z
» Requests
» Contracts
} Preventive Maintenance
b Procedures
» SetUp
Y\
Create Corrective Maintenance Work Task
4
Scenario

You need to create a work task for a general repair in TRIRIGA. You will create the corrective
maintenance request in the Requests portal and then create a work task to perform the repairs.

Login to the TRIRIGAomMe Rge Navigate to the Requests > Manage Requests portal.
1. Click theRequestgab

2. IntheRelated Linksection, expand th®equestoption
3. ClickSubmit Request

4. IntheRequest Centrasection, expandracilitiesand clickElectrical &Lighting
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_B Request Central [O)~]

Select the type of request you would like to make

.u:1 Facilities -
[E Request facility repair

%  Electrical & Lighting

§ Equipment Service

liij Exterior Services

x] Fixture and Furniture

&~ General Repairs

[/, House Keeping

[l Interior Services
Key Request

;E. Plumbing and Leaks

7 Security

& Temperature

Complete the General Repair request form, Request Details section.
1. IntheRequest Detailsection, in theBuildingfield, click themagnifying glassookup icon
Click in theNamefilter field
PressEnter. All possible values will be displayedtie list
Select theadio button for ST ##raining Buildingwhere##is your student number
Click theOKaction
In the Organizationfield, click themagnifying glas$ookup icon
Select theadio button for ADA
Click theOKaction

© N o gk~ 0D

8 Request Details Select From Floor Plan

Emergency, immediate service required [ |

+ Building [001 Training Building Fexx]

Floor | [Jexx]

Room | [FeRx]

* Organization [ADA oo

Complete the rest oftte request.
1. IntheService Requesection, select theadio button for Lights Out

2. IntheDescribe ¥ur Requestsection, in the text box, enter #Bhe lights are outwhere##is
your student number

3. Click theSubmitaction

l;l Print ¢ Open In New Window # Add to Bookmarks .‘ My Bookmarks|

[[Create braft | [submit ] [x]
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Review the request.

1. OntheManage Requestpage, in theMy Request Historyobserve the request has been
created

2. Confirm notification in useHomeportal that request has been received

My Reports | Requests | Projects | Tasks | Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Portfolio | Tools

"\, Personalize k¢ Open In New Window " My Bookmarks

B Action ltems = &

Action Type Due Status From
No data to display.

B Notifications (O} ~]
{"Deiete |

| Date Subject

] 04/19/2015 19:08:05 Request General Repairs (1000035-0) has been Received.

3. Approval of the request generates the Work Task.
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Performing Work Tasks

TRIRIGA allows you to cteatrack, and manage work tasks utilizing a variety of tools and resources.
After work is performed there are several follayp steps that can be performed prior to closing out a
work task and reporting on work performed. This section discusses the fotjow

A Assigning Resources to a Task

Performing a Work Task

Assigning Equipment to a Task

Procurement of goods and/or services for a Work Task
Closing Work Tasks

Performing Work Reporting

> > > > >

Work tasks may be created as the result of migdtiprocesses, including:

Corrective maintenance
Preventive maintenance
Equipment reservation
Move projects

Face reservations

D DD D

In any of these scenarios, work task assignment can be performed automatically by the aystem
manually by a service technicidasedon the work location and work problem type

Auto-Assigned Work Tasks

If the system is going tauto-assign the work taskhe next step is to determine if the work will be done
internally or by an external venddi.the work will be doneinternally, the next step is to determine if
the work will be performed by another State agemeyby the originating agency.

If the work is assigned tan externaimaintenance vendotthe next step is to create a Purchase Request
in APP.

Manually Assigned Worladks

In cases where the work cannot be atgesignedyoumust manually review the request and determine
the appropriate maintenance workgup or organization to manage and perform tiverk. If the work

will be doneinternally,the next step is to determmifthe work will be performed by another State
agencyor by the originating agency.

If the work is assigned tan externaimaintenance vendorthe next step is to create a Purchase Request
in APP.

Once worktasks areassigned, thénternal workgroup is notified of the work assignment and provided
with portal views of all assigned workhe internal workgroup supervisor can leverage work planning
tools to balancehe workload across workgroup stafiVork is assigned to a techniciaand the work is
performed.
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The technician is responsible for tracking and documenting the completion of the work, including time
spent, materials used, meter reading information, and other relevant work informatibe.work

performed may require equipnre reservation out of inventorgr the purchase of new
equipment/materialsin the case of the later, the normal procurement processes are expected to be
followed.

Once the work is performed, it is submitted for completion

Once wok is performed and submitted for review, department users are assigned to validate work
completion by reviewing and approvitige work task record informationf the approver determines

the work was not performed and documented to satisfaction, then #eprd is rejected and returned

for rework. If the approver determines the work was performed and documented completely, then the
record is approved and theork task is closed.

Work may be returned to the internal workgroup or external vendor for reworkmtie submitted
work task is considered to be incompleféhe assigned organization would be required to perform
additional work and/or supply additional information about the work perform@dce the rework is
performed, the work task is submitted agdor review, and the task is submitted to tiEepartment
Approvers.

Upon approval of the work performed, theork task status is changed to Complefde record status
change triggers automatic notification of work completion to the requestor (for corectigintenance
work).

Once the work is completed, the work supervisor can manage the closeout of the work as required.
Closeout of the work may be defined as a necessary step for vendor payme

External Vendors

A Purchase Order is required in order to begin work with an external ve@aame work is assigned, the
external vendor is notified of the work assignmefie vendor is responsible fproviding
documenation ofthe completion of thework, including time spent, materials used, meter reading
information, and other relevant work information. Once the work is performed, it is submitted for
completionfor approval of the Department Approvers

TRIRIGA Requests toder require scheduled irgration withAPPto allow for the approval, processing,
and payment of work order costSheTRIRIGRequest for @ler will trigger a request for a Purchase
Requisition irAPPR In addition, if the Purchase Requisition is approved (all lines must be agajrthe
Purchase Order is createldtegration betweenAPPand AFISreatesa preencumlrance transaction in
AFISo document the accounting postings.

Purchase Requisitions that have been approved will create a Purchase OAdRI? imhere a pre
encumbrances created In addition, if the Purchase Order ispaipved,the work is performed
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Integration between APP and TRIRIGA creates a copy of the Purchase Order on the related Work Task.
Any change orders to the Purchase Order in APP will be reflected aldHeTask as well.

Task assignment can occur in a number of ways, including automatic assignment to a responsible
organization based on service plan settings and manual assignment via the dispatch manager. The goal
should alwgs be to do smaller cost (in money, time, and resources) maintenance in an effort to avoid
larger, costlier repairs over the long term. The Work Plan allows maintenance managers to allocate
resources to tasks efficiently by assigning service techniciasegan the desired schedule.

The maintenance supervisor is responsible for managing work plans and teams of resources. A work
plan is created by navigating to the Tasks > Assign Tasks portal, clicking Manage My Work Plans, and
clicking the Add action.

Home | MyReports | Requests | Projects Tasks Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Portfolio | Tools

Manage Resources | Assign Tasks « | Manage Tasks w | My Tasks | My Qualifications | Time Sheets | Procedures w | SetUp w | Accident Report
Home * Tasks » Assign Tasks * Manage My Work Plans [ OpeninNew Window [P Add to Bookmarks [ My Bookmarks
Tintine View ~
Add | Delete | Form
© 0 total found Showe:
O 1 Plan Name Created Date/Time Contact Status Last Refresh Next Scheduled Rebuild
No data to display
sottomview * 5}
Work Plan: P Add To Bookmarks  tg Print (@ Help
(Required): Specify General Information and Parameters for the Work Plan.
8 General 8 Workgroups Find |Remove

% Plan Name [Student 4 | status

© 0 total found show: |10V

#* Contact \Studﬂﬂt“ ‘.l‘ w [[] Workgroup

Last Refresh No data to display

B Parameters

# of Weeks |1 Include Weekend Days?

Start Date 04/19/2015 Include Overdue Tasks?

End Date 04/25/2015

@ Scheduled Rebuild

Next Rebuild [04/20/2015 00:01:00 |3 & Rebuild Interval 1Day FEo

Create | [x]

How to Modify a Work Task

Once a task is dispatched to the appropriate resource, some modifications to the work task can be
made, including assignment of failure codes or descriptions of the work performed to resolve the
problem. While work is in progregbie task may be put on hold and resumed as necessary, for example
if there are missing parts, or by request of the person who initiated the request.

Once work is performed, the work task can be marked as Complete and details of the work performed,
such adabor, hours, costs, and actual completion date/time entered.

Tasks assigned to a technician are displayed in the My Active Tasks portal section. Clicking a work task
will open the task and allow the user to view the details including resources related task, task

location, task description, and task planning dates. The technician can place the task on hold for parts or
for requestor reasons and reactivate the task when necessary.
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On the Work/PO Details tab, the technician can verify any procuremérmation that may be related
to the task.

On the Resources tab, the technician enters any materials or equipment used to complete the task.
On the Work Task Info tab, the technician enters their own time, including the following information:

Time EntnyDate
Time Category
A Hours

A Comment

A
A

The technician can then save the changes using the Save or Save and Close action. If the task has been
completed, the technician can update the work task status to Complete using the Complete action.

When a work task is miaed as complete, related requests are automatically changed to Complete, the
requestor is notified of the change to the request status, and the survey process is initiated if a survey
template is attached to the request classification of the completed estjpecord.

Updating the Work Survey

If a survey template is assigned for the type of work that is requested, then a survey request will
automatically be sent to the requestor after the service technician completes the work task associated
with the request

When a survey is sent to a requestor, the requestor will receivemaienotification about the survey

request. Pending surveys are listed in the My Pending Surveys list accessed via the Request portal in the
Reminders section. The user completes the/gy questions and submits the record with the survey
responses which are used to provide feedback to the service management team.

Home | My Reports Requests Projects | Tasks | Space | Maintenance | Sustainability | Inventory | Contracts | Procurement | Portfolio | Tools

Manage Requests: w | Contact Center w | Surveys | My Requests | Find Space | SetUp

Home > Requests » Surveys > 1= Print [ Open inNew Window  ® Add to Bookmarks % My Bookmarks
i =
(Instruction): To submit a General Evaluation request, complete the form below then dlick Submit.
. ® e
* Requestis for _
() Someone Else
@ Request Details Select From Floor Plan

* Building | [P

Floor | ye

Room | e}

« Organization | oo

@ Describe Your Request

@ Survey Template

Survey Template | e

B Survey Recipients Find |Find Random Recipients |Remove:
@ 0 total found S

| ! Last Name First Name Functional Role Work Phone Email Survey Recipient Organization Survey Recipient Location

No data to display

Create Draft | | Submit E
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—)
Scenario

Using the work tasks that you previously created, you are ¢ls@rician responsible for completing
the work task and entering in the task completion information into TRIRIGA.

Perform Work Task

Login to the TRIRIGAome Rge Navigate to the My Active Tasks portal.
1. Click theTaskgab.

2. Click theMy Tasksoption in the sub header.

Home | MyReports | Requests | Projects ‘ Tasks ‘ Space | Maintenance | Sustainability | Inventory | Contracts | Procur

Manage Resources | Assign Tasks w | Manage Tasks w | My Tasks | My Qualifications | Time Sheets | Procedures w | Set Up w | Accident Report

Home » Tasks » “\\ Personalize [ty Open In New Window

Complete the Work Task Info tab.
3. Click on the task and navigate to tResourcesab
Verify that task is assigned Sudent ##
In the Material Listsection, clickQuick Add
In the Descriptionfield, enterFilter XX123
In the Quantity field, enterl
In the Actual Cosfield, enter5.00

© N o 0o &

9. IntheResourcesection, click theheckboxnext to Student ##and then cliclQuick Add
Time Entry

10. In the Time Logsection enterd in Hours andlOin Rate

11. Navigate to theNork Task Infdab

12. In theResolution Commensecton, enter## task completewhere##is your student
number

13. ClickSave
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